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Business Intelligence Grievance Reports via BEx

Purpose

Trigger

Prerequisites

End User Roles

Use BEx reports to easily obtain grievance data based on specific reporting needs
and selection criteria. Agencies and the Labor Relations Division of OFM use reports
to prepare to report to the Governor’s Office for GMAP, identify areas for
improvement and to facilitate collective bargaining. Reports vary from showing all
detail for each grievance to summary counts. This document is an overview of how
to run grievance reports via BEx. For several reports due to size, consider exporting
the report to Excel to better organize data as desired.

Unique requests for data on grievance counts or activity, the need to audit data
entries, GMAP preparations.

You have grievance data entered into HCM and within six months of receiving
system access you have successfully participated in Grievance Tracking training, and
you are a designated as a Bl PowerUser.

In order to perform this transaction you must be assigned the following role with
reporting access:

Decentralized Grievance Administrator

Decentralized Grievance Inquirer

Change History

Date

Change Description

July 25, 2012

Created.

Menu Path
Transaction Code

Helpful Hints

HRMS Business Intelligence via SAP Logon Pad = BEx Analyzer 2 Human Resources
- Grievance = *Select report
Varies

For detailed information about a specific report, please see the instructions for Bl
grievance reporting via the portal. For information about the purpose of a specific
report, please see the Grievance Report Job Aid.

Both filters on “Close Date” must be applied every time a grievance report is run in
Bl. The “Greater Than or Equal To” date will change because the date is based on
the start date used in the “Report Date Range”, but the “#” sign entry remains the
same. Apply both “Close Date” filters in order to view accurate data.

Further instructions on Bl Report features are available under Bl Training materials,
including the “BW/BI Grievance InfoCube” Self-Paced Learning Materials.
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Procedure

1. Login using the SAP Login icon, for BIP, select “HRMS Business Intelligence” (the number of
selections on your menu may vary depending on your security profile).
I = =T |

e Sy |

Description | system . Log On

[ 00 - ===[Current HRMS Systems]===...

[F01 - HR Production Yariable Logon
[£302 - HR Production: S50

[ 03 - HR Development (=
704 - HR Quality Assurance
05 - ===[Business Intellignece System. ..

[ 08 - Business Intelligence Developrment
[F09 - Business Intelligence Quality Assur...
[} 10 - ===[Solution Manager]======..,
[} 11 - Solution Manager

Change ltem.
4 | | » Delete tem

‘Furhalp, press F1 ‘

2. Login with your User ID and Password
=

User Systern  Help

| 232000 nAbiCcoe CHESDODI BRI D

SAP
Client 125 Infarmation
State of on - Cepartment of Personnel
User | Bl *~Production™*
Pasgword [#rereasrenns Clients:
124 Production
Language

3. Select “Start the Business Explorer Analyzer” by double-clicking. This should open Excel. (Note: it
is best to have all Excel sessions closed before this

step.)
SAP Easy Access - User menu

03| [=] & B 2] | [][4]
= &Y Favorites —#"'-—

& #505_Report Date Range 1/1/08-1515/08, ¥t 07-09
8] AH_GRIEV_001
[@ aH_#40 Candidate GQualits-Sum3-Uncompleted by REG-ANl Hir
@ aH_o1
[ =e16 Data Browser
[l 5238 ABAP Editor
[#] se11 ABAP Dictinnary Maintenance
= {3 User menu for Allyson Helash
T2 Start the Business Exploret Analyzer:
1) Deletinn of query objects
2 Start Guery with User
) Rerrote AWB Staging
2 Set frantend version
2 Maintain program class
(3 warkhooks
22 Maintain Users Own Data
2 Evaluate Authorization Check
17 Display Spool Requests

=
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4, At the top of the Excel screen, the “Add-Ins” tab should appear after a short delay. Wait until the

2
connector icon changes from “unconnected” 4 to “connected” I\Q:"l and click on it, as shown
below. If you don’t wait until it is “connected”, you will beprompted to logon to Bl again.

Ho-&-0 ) MicrosoftExceI/
i Add-Ins

Home Insert Page Layout Formulas Review View

BExAnalyzer - || & [ R F = B (%) 2
BB D EdE R

Dat;

Menu Commands Custom Toolbars
I (s %]
5.
7= System Information
User ]System] Database] Hardware] RFLC ]
Clierit 125
Uzer Mame =
Language EM =
Application Server W
ﬁ Disconnect | oK. |
6. In Excel, click on the “Tools” icon then click on “Create New Query”.

(1= |
—/ Home Insert Pagx\Layout Formulas Data Review Vi Add-Ins

BEx Analyzer = éﬁ@? E A ® ::'-!;! TCIE
EE D g ™

Create Mew Query... r'g

Menu Commands BEx Broadcaster...

- (™ Planning Modeler...

EEx Report Designer...

EEx Web Analyzer...

7. The BEX Query Designer window will open. Click on the “Open Query” icon, click on “Info Areas”
in the new window and double-click on “[OHCM] Human Resources”. Your screen may just say
“Human Resources”.

Help

Quey Edi View Took

i @ (0 BAIERFE N0 B

| @Fe = B [ 5

) InfoProvider efault Values

o

g5 Open Query: Select Query

o
Searchin [infoareas -] HE D g fion

Nams [[InfoProvider [ LastChanged On | fabe

@2JIBHCM] Human Resouces /6/2008 2,29 P
Fird [OBWTCT] Technical Content 5/19/2008 513 PM
[@JZHFRS_PATROLLIAFRS Payiol 005521 M
Mgy \

Favarites

Roles

Hame | Open
Infohveas Type [Quew Cancel
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8. Double-click on “[ZPA_GR] Grievance” (or “Grievance”):

[T Open Query: Select Query

Sem | [OHCH] Human Resources

=l X E| D g

Find
History

Favorites

Foles

Infodreas

Name | InfoProvider

| Last Changed On

[@I[0P4_ER] E-Recruiting

[OF&05] Organizational M anagemnent
, GR] Grievance

[OP&PA] Personnel Administration

[DF'T] Time Management

8/5/2008 412 P
FA4/200812:33 ..

@ [0F*] Paprall
Mame | Open |
Tupe = Cancel

|

9. Double-click on “[ZGR_MO01] Grievance Data” (or “Grievance Data”):

[a= Open Query: Select Query

-l @ XE| 8w

Search in | 2P&_GR] Grievance

= Mame | InfoProvider | Last Changed On |
[ZGR_C01] Grievance 1141042008 212 ...
Find LEE :

Hiztory
Favorites

Foles

a Hame ! [ |
Infodreas Type |Query %

|

10.

Double-click on “[ZZGR_MO01_Q507] Grievance History Report” (or “Grievance History Report”).

See highlighted item below. If you wish to run a different report make that selection here.

[a= Open Query: Select Query

W B oEE Qg

Search in | [ZGR_M01] Grievance Data ﬂ t
= Mame | InfoProvider | Las |,
E [Z2GR_MO1_0502] Grievance Details Report [EGR_MO1] Grievance ... 2/2
Find @ [ZZGR_M01_0503] Grievance Master Agreement Report  [ZGR_MOT] Grievance .. 2/2
GR_MO1_050 nice History Feport [EGR_M01] Grievance ...  B/2]
[ [Z2GR_MO1_0506] Grievance Detail Agency Feport F~bd1] Grievance ... 6/2
@ [£ZGR_MO1_Q508] Grievance Articles Trend Report [EGR_MOT] Grigrance... 272
History E [Z2GR_MO1_0504] Grievance Totals by &gency Report [ZGR_MOT1] Grievance ... 2 \
Favorites
Foles
= < ! >
Mame [ Open |
Infodreas Tupe | Buery Cancel
A
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11. The next screen will look like this, click on the “Execute” icon:

[ BEx Query Designer - Query: Grievance History Report

Query Edit View Tools Help
(88 DA dlF ¥ne ([@Fer e Ey[Esmlg-
¢ Grievance Data 2 | |Bp Characteristic Restrictions Eg Default Values JG”E\/&HEE History Report (Queny ¥
-1 Key Figures M Waster Agreemant! A% B 8-
: - (1 Restricted KeyfFigures - 8 Contract YR il .
.l Cost o Girievance # Display | Rows/Colum
- Mumber of Afticles - Origy Pers Ares “elue Display | Plaffing |
48 Mumber of mplayees &£ Orig BU Cade Advanced
: & Orig Agency Code GenergHVariable Sequence |
Click on the “Execute” ey
icon here. - Sub-Art#1 You can see which report -
- Sub-Article Namel
Y c— - you have selected here.
4 Aricle &£ Discipline Type
48 Employes & Discipling Reason InfoPravider
B8 Time \alidity M Date Filed SR MDT
-4 Organization o 8 Business Area =
-4 Data Package - 8 Perssonnel Area Key Date
- Time - 8 Personnel Subarea | =
4 Unit &£ Employee
A Other Grievance Numb I

12. If you don’t see the screen below, skip to Step 13. If you do see this screen, DO NOT login here;

instead click on the “Cancel” button and you will be brought to the next screen.

J |2 sboutiblank

e e f - B - # v [2hPage - ook - @ &L

Connect to test-myhrms.wa.pov

'ﬁf‘ ,3\
! L_\\
bR
Connecting ko kest-myhrms.wa.gov,

[ remember my passward

13. This screen is the Portal Logon screen. If you have Single Sign On (SSO), you will not see this
screen and will go directly to the screen in Step 14. Otherwise, logon here using your Email
address as Logon ID (for example, John.Doe@des.wa.gov) and your Network password (the

password you use to log into your PC).

wa.govlirjjser di3aportal_content!2fcom.sap. _add_unslzw[ Q ||| x \ ive Sear

File Edit View Favorites Tools Help

woade - B - M - [shPage v Toos - @~ &

Welcome to Washington State's Human Resource Management Systems

HRMS PORTAL

This is a secure application and available only to
Washington State employees

Lnaon D *
| Password *

Forgot Password
Having Trouble Logging in?
More ESS Information

HR Copyright June 2010
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14. The BEX WEB page with the report’s user selection screen will now appear:

Variable Entry

Avalable Variants =] [save| [ save As...| [ Dekete | Show Variable Personalization
General Variables

Wariable & Current Selection Description
Report Date Range
Contract Year
Qrig Agency Code
Qrig Personnel Area
Qrig Bargaining Unit
Grigvance #
Grigvance Status
Step
Master Agreement 1
Article #1
Article Name 1
Sub-Art#1

Sub-Article Name 1

[ pw e pw gy i pw R g gy g gyw |

Lok _chesi]
15. Only the “Report Date Range” field requires an entry; other fields are optional. Enter a valid date
range to restrict the report results to a specific time period (for example, 1/1/2008-1/15/2008).
The date range can be typed in directly, or a selection menu can be used by clicking on the
square at the right of the field. If the pop-up selection menu does not appear when you click on
it, refer to “Appendix A — Pop-Up Blocker” for further instructions.

Variable Entry

Avaliable Variants: J Save || Save As...

General Variables

Show Variable Personalization

wariable & Current Selection Description
Report Date Range
Contract Year

Qrig Agency Code
Qrig Personnel Area
Crig Bargaining Unit
Grigvance #
Grievance Status
Step

Master Agreement 1
Article #1

Article Name 1
Sub-ArtF1

Sub-Article Name 1

DOE200RDEO o s a®

16. The selection screen below appears for entering each date of the date range. The “From” and
“To” dates may also be typed in here directly, or a calendar selection screen may be used by
clicking on the square on the right side of each field. (Date formatting may vary from
MM/DD/YYYY, DD.MM.YYYY, YYYY.MM.DD, etc.) You may want to use the calendar selection
process the first time to ensure use of the correct format. If you are NOT using the calendar

selection screens, you may skip ahead to Step 22.

Show view: J

Value ranges

sign:

[

Operator:
From: *

To: *

Enter an interval for
Close Date:

_ok] | cancet
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17. When using the calendar popup menu to select the date, the menu below will appear with
today’s date selected. You may click on the double arrows pointing left to decrease one year at a
time. To change the date faster, double-click on “2011” in the box in the example below. Now

change it to “2008” by typing.

Show view: -]

All

June - 2011 (32

Double-click on “2011” to

June 2011 July 2011 highlight it and type “2008” in
oTuWeTh Fr SaSu Mo Tu WeTh Fr SaSu the box.
22 1 2345 26 123

236\7 8 9101112 274 5 6 7 8 910
24134 1516171819 281112 13 141516 17
291819 20 2122 23 24
302526 27 28 29 30 1
3

August 2011

September 2011 »
MoTuWeTh Fr SaSu

12 34
567 8 9310MNM
1213 14 1516 17 18
1920 21 222324 25
26 27 28 29 30

Click the left-pointing
double arrows three
times to change the
year to “2008”.

352930 3 40

] Highlight dates according to current read mode

Enter a value for Close Date:

m Cancel

18. No matter which method is used, “2008” should now appear as the year in the calendar popup
menu (see screen below). Now the month may be changed.

Select values for Close Date (Z5_GRIEVANCECLSDT 0003) = E3

232 34 5678
24 9 10 1112131415
251617 16 1920 2122
262324 25 2627 28 29
27 30

August 2008

Mo TuWeTh Fr SaSu
3 123
324 5 6 78 910
331112 1314151617
341819 2021222324
352526 27 282930 N
36

Show view: J
All
“ 4 June ~|| 2008 -
4 June 2008 July 2008
Mo Tu WeTh Fr SaSu Mo Tu WeTh Fr SaSu
22 1 27 12 34586

287 8 9 10111213
29141516 17 18 19 20
302122 23242526 27
312829 30 N

32

September 2008 »

Mo TuWeTh Fr SaSu
35
36123 4567
378 9 1011121314
381516 17 16 19 20 21
392223 24 2526 27 28
4029 30

[] Highlight dates according to current read mode

Enter a value for Close Date:

m Cancel

State of Washington
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19. The month may also be changed by two methods. You may click on the single arrows pointing
left to decrease one month at a time. To change the month faster, click on the dropdown menu
and select the month directly (in this example, since we are working on the “From” date, you
want “January” for “January 01, 2008").

Select values for Close Date (Z5_GRIEVANCECLSDT 0003} =B
Show view: A [+]
All
“ @ June j 2008 »o»

< June !February
Mo Tu We | March
24 9 10 11 M3

1415 16 17 18 19.20
25 16 17 18 |JUne 2122 23 24 25 26 27
26 23 24 25 July 28293031 1 2 °
2730 1 2 |August —4 5 6 7 8 910
September

August
Mo Tu We .9 C.‘?EEL u

312562930311 2 3
324 5 6 78 910
331112 13 141516 17
341819 2021222324
352526 27 28 29 30 31

36123 4

- September 2008 »
Mo TuWeTh Fr SaSu
352526/ 27 28/29 3031
3612 3 4567
378 9 1011121314
381516 17 181920 21
392223 24 2526272
402930 1 2 3 4 &

[ Highlight dates according to current read mode

Enter a value for Close Date:

m Cancel
20. Once the Month and Year have been selected, simply click on the correct number on the
calendar for your date. Click on the “OK” button when you are finished.

Select values for Close Date (Z5_GRIEVANCECLSDT 0003) = & Select values for Close Date (Z5_GRIEVANCECLSDT 0003) = &
Show view: A J Show view: A J
All All
“« January |~|| 2008 »o» “@ January  |~|| 2008 »o»
January 2008 February 2008 4 January 2008 February 2008
MoTuWeTh Fr SaSu Mo TuWeTh Fr Sa Su eTh Fr SaSu Mo TuWeTh Fr SaSu
31 28293031123 3456 26129/30311/2 |3

W oe ~ o m

1

=

4 56 78910
1112 13141516 17
1819 2021222324
2526272829 1 2

April 2008 »
Mo Tu WeTh Fr SaSu

143112 345086
157 8 9 10111213
MIP11 1213141516 1614 15 16 17 18 19 20

4 56 78910
12 13 14151617
19 20 212223 24
26 272829 1 2

March 2008
MoTu WeTh Fr SaSu
9 25262728291 2 14311 2
M3 4567889
111011 1213141516 161415 16

The selected date will
appear highlighted. The
selection will take effect
when you click “OK”.

P3 24 25 26 27 121718 19 20212223 17 2122 23 24 25 26 27
Find the correct date Bo 1 2 3 4 132425 2627282930 18282930 1 2 3 4
within the month and click 8191011 143112 3/4/5/6) 1956 91071
on it to select it. . )
1 read mode O nghllgm dates accorcmg to current read mode
Enter a value for Close Date: Enter a value for Close Date:
m Cancel m ancel
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21. After clicking on the “OK” button in the previous step, the calendar popup menu has been
replaced by the Value ranges “From” “To” date menu. The entry you selected for the “From”
date is now entered in the field.

Show view: J

Value ranges

Sign: J

perator: J
From: 01/01/2008 01/01/2008
o

Enter an interval for

Close Date:

ﬂ Cancel

22. Either repeat the process to enter a date in the “To” field, or type the date in directly. The
completed screen will look like the one below. (Note: the date to the right of each field only
appears after the date is selected by calendar menu, or the ‘Enter’ key is pressed after each date
is typed into the field. Its purpose is to validate that the date has been entered in the proper
format. If a date does not appear to the right after pressing the ‘Enter’ key, then the date is
improperly formatted.) When you are finished, click on the “OK” button to return to the main
selection screen.

Select values for Report Date Range (ZS_GRIEVANCECLSDT) E m
Show view: J
Value ranges
Sign: J
Operator: J
From: 01/01/2008 01/01/2008
o [ [011512008 01/15/2008)

Enter an interval for
Close Date:

‘ QK lCanceI

23. After the date range is entered, you can click on the “Check” button to verify that all entries on
this selection screen are in the correct format. The dates will appear in text to the right of the
entry field (see screen print below). If they are incorrect, an error message will appear. If no
error messages appear, click on the “OK” button to run the report.

Variable Entry

Avalable Variants:

Show Variable Personalization

General Variables

Variable & Current Selection Description
Report Date Range 01/0172008 - 01115/2008 01/01/2008 - 011512008
Contract Year

Orig Agency Code
Orig Personnel Area
Orig Bargaining Unit
Grievance #
Grisvance Status
Step

Master Agresment 1

Article #1

Article Name 1
Sub-Art #1

Sub-Article Naj

[m g i Rw Rw R R w g pw e e |

<Cpiine Reazon 1

oK || Check|
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24. Report results will appear like the ones below. These results will not be correct, however, until
the correct “Closed Date” filters are applied. Applying these filters on the “Close Date” is
required each time the report is run in order for the report to be accurate.

Grievance History Report |

Display As |Table | Information | Send|_Print Version| Export to Excel| Comments

- Columns Contract YR1+ Orig Pers Area s Orig BU Code = Grigvance #% Validto:  Vald froms Steps Orig Agency Ct
- Key Figures 07-09 3113 Ainway Heights Corr Cir 00TA Institutions 05-08 AHCC 31.12.9990 14.01.2008 1M Step 1 Meeting 3100 Departn

~ Rows 105-07 AHCC 31.12.0090 20.11.2007 PR Panel Response 3100 Departn
: g‘;z‘:::sy‘i;a 107-07 AHCC 31120009 14082007 1M Step 1 Meeting 3100 Departn
+ Orig BU Code 110-07 AHCC 23012008 24102007 MED  Mediation 3100 Departn
o ETHETER 111-07 AHCC 31129999 11092007 1M Step 1 Meeting 3100 Departn
+ Valid to 115-07 AHCC 31129999 25002007 1M Step 1 Meeting 3100 Departn
+ Valid from 117-07 AHCC 23052008 19122007 AM Arbitration Meeting 3100 Departn
: Sl?p 31.12.9999 19122007 AM Arbitration Meeting 3100 Deparin
+ Orig Agency Code
« Employee 121-07-AHCC 31.12.9990 15.10.2007 1M Step 1 Meeting 3100 Departn—
. Date Filed 127-07 AHCC 31.12.9990 03122007 PM Panel Meeting 3100 Departn
* Subtype 133-07 AHCC 16.01.2008 08.11.2007 1M Step 1 Meeting 3100 Departn
: B:zi:p::: ;izesm 138-07-AHCC 31.12.0999 27.11.2007 1R Step 1 Response 3100 Deparin
-Admlprsmp\ine Reasont 145-07 AHCC 31.12.0990 19.12.2007 1M Step 1 Meeting 3100 Departn
iy A 71-07 AHCC 31120999 27.092007 PR Panel Response 3100 Departn
- Appt. Auth 1900 BD of Industrial Appeals 00GU Support Servces  HELLANDOS O7BIA 31129999 06092007 1M Step 1 Meeting 1900 Board o
* Master Agreement1 29.10.2007 1M Step 1 Meeting 1900 Board o
" AL B ETE 3110 Cedar Creek Correctional Cir DO0TA  Institutions 118-07 CCCC 25.01.2008 1810.2007 PM Panel Meeting 3100 Departn
:g:;f_‘z;:;le N 86-07 CCCC 31129999 08082007 PM Panel Meeting 3100 Departn

25. To apply the two required “Close Date” filters, go down the left side of the screen and right-click
on “Close Date” after the report results appear. Select “Filter” and “Select Filter Value”, as seen

below.

AR SiDEEE evieuse rm JR—
o [ EE T AR 135-07 CBCC 09.01.2008 20122007 1R Step 1R
+ Article Name3 25.01.2008 15.01.2008 PM Panel M
+ Article #3 3030 Department of Health 00GL Agencywide 011 00 30 2007 DOH 30.01.2008 08.01.2008 3M Step3 N
» SR e 07-1101-DOH-SB 31120900 19.122007 2R Step 2R

- Sub-Art #3
o [ Em T LR DOH-070307-PPE 31129999 19112007 2R Step 2R
 Article Named DOH-HPQA-10/15/2007 31120999 27.10.2007 3R Step 3R
+ Article #4 DOH-HPQA-10/15/2007(2) 31.12.9999 05122007 3M Step 3l
* Sub-Article Name4 DOH-HPQA-10/18/2007 31129999 05122007 3M Step 3N
) ag’;::‘;‘teememﬁ DOH-HPQA-10/18/2007(2) 31.12.9999 05122007 3M Step 3
o (i s DOH-HPQA-12/6/07 10.01.2008 27122007 2R Step 2R
+ Article #5 DOH100207HSQA 31129999 18102007 2R Step 2R
* Sub-Article Name5 WADOHEH071107 31120999 06.09.2007 2R Step 2R
® Sl WASHDOHEH072307 31.12.0999 23082007 3R Step 3 R
4900 Dept Natural Reso 00PT Agywide Non Sup 07-GG-059 31120999 06.09.2007 1R Step 1R
Select Filter Value 07-GG-075 31120999 21.082007 1M Step 1l
+ Entire BU 1 Change Drilldown v 07-GG-076 31120000 30102007 2R Step 2R
- Group Grit - Broadcast and Export v Variable Screen WPEA 07-GG-064 31120000 14.00.2007 PARMM Pre-Aroi
) S;’:Sp G save view WPEA 07-GG-072 31120000 30102007 PARMM Pre-Arbi
- Free charae | crsonalize Web Application » WPEA 07-GG-094 31120009 15.11.2007 1R Step 1 R
+ Addtl Disci Properties 3 WPEA 07-GG-105 31.12.0999 13.12.2007 2R Step2 R
- Addltl Disti  pocuments N 00HM Residual NonSup 07-0720-DNR-SB 31129999 21082007 3M Stepal
) i:s:: g:::' Sort Close Date , 28.09.2007 3M Stepal
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26.

The following menu will appear.

Select values for Close Date (ZGRVCLDT)

H

Show tool: | Single values jShowview: Al

All

1 June

4 June 2011

Mo TuWeTh Fr SaSu
2230311 2 3 4 5
236 7 8 9101112
241314 15 161819
252021 22 2324 25 26
2627282930 1 2 3
2T 4 /5|6 7|8

August 2011

Mo TuWeTh Fr SaSu
30 25|26/ 27 28|29/30 31
311 2 3 456867
328 910111213 14
331516 17 181920 21
342223 24 2526 27 28
35293031 1 2 3 4

~|[ 2011 ’

July 2011

Mo TuWeTh Fr SaSu
26272829301 2 3
214 5 6 7T 8 910
281112 1314151617
291819 2021222324
302526 27 2829 30 31
3M1/2/3 4567

September 2011 »

Mo TuWeTh Fr SaSu
352930311 2 3 4
35 6 7 8 910M
371213 14 1516 17 18
381920 21222324 25
392627 282930 1 2
40 3 |45 6 7 8 9

[ Highlight dates according to current read mode

Enter a value for Close Date:

-

Title: Business Intelligence Grievance Reports via BEx

Selections
[]Selectal @ @
Type Description

Add »

1 Remove

=] 2] change Order ~] x|

M Cancel =

27.

Show tool:

All

Single values
Single values

4 June 2011

Mo TuWeTh Fr SaSu
2230311 2 3 45
236 7 8 9101112
241314 15 151819
252021 22 23 24 25 26
2627282930 1 2 3
27 4|56 |7/8/910

August 2011

Mo TuWeTh Fr SaSu
30252 30 31
3112 3 4567
328 9 1011121314
331516 1718192021
342223 24 252627 28
35293031 1 2 3 4

Click on the down arrow in the “Show too

| select values for Close Date (ZGRVCLDT) = E

July 2011

MoTuWeTh Fr SaSu
26272823301 2 3
274 56 78 910
281112 13 14 1516 17
291819 20 2122 23 24
30 25 26 27 28 29 30 N
M 12 34567

September 2011 »

MoTuWeTh Fr SaSu
35293031112 3 4
/567 8 910N
371213 14 1516 17 18
381920 21222324 25
392627 282930 1 2
403 |4 5 6 7 8 9

[] Highlight dates according to current read mode

Enter a value for Close Date:

I"

dropdown menu and select “Value ranges”.

Selections
[JSelectal @ @
Type Description

Add 3

4 Remove

=] [+] change Order ~| Z|

m Cancel

State of Washington
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28. The “Value ranges” menu appears (see screen print below).

Select values for Close Date (ZGRVCLDT)

Show tool: Value ranges |~| Show view: TereeTerme=—"]

Value ranges

S ncuce g
Operator. | between
From: *

Too*

==} KN

Enter a range for
Close Date:

= &
|Se\ect values for Close Date (ZGRVCLDT)h
Selections
[JSelect Al @ @
Type Description
Add »
4 Remove
=] | change Order [»| x|
m Cancel

29. Inthe “Operator” dropdown box that is displaying “between”, click on the down arrow. Click on
the “Greater or equal” choice in the dropdown menu.

Select values for Close Date (ZGRVCLDT)

[=] E3
Show tool Value ranges || Show view: Value ranges |- |
Value ranges Selections
sign: Include | =| [JSelect Al @ @
Operator: |between - Type Description
Erom:+ |between
To Equal
o Greater
Greater or equal
Enter a ran | gyer
Close Date jower or equal
Add »
4 Remove
|z| 2] change Order =] =]
0K | Cancel )
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30. Enter the same date you entered into the “From” field of the first Selection Screen for “Report
Date Range” into the “From” field on the “Value ranges” screen here. If you know the correct
format for entering dates (i.e. MM/DD/YYYY, or DD/MM/YYYY, etc.), then you can type the date
into the box below “Greater or equal”. If you would rather select the date from a calendar
popup, then click on the square to the right of the box and refer to Steps 17 — 20 for using the
calendar menu. See Appendix C — Change Date Format if you have trouble viewing or entering
date ranges into the selection screens.

For example, in Step 15, a “Report Date Range” of 01/01/2008 —01/15/2008 was entered.
Therefore, the Starting Date of the range is 01/01/2008. That means we want this “Closed Date”
filter to give us all grievances in the specified time period with Closed Dates Greater Than or
Equal To 01/01/2008 in the report results. Nothing with a Closed Date before 01/01/2008
should appear in this report.

Show tool: |Value ranges jshowview: J
Value ranges Selections
Sign: Include || [IselectAl @ @
Operator: Greater or equal j Type Descr\pllon
From: *
Entera range for
Close Date- Click here for a calendar
to select a date.
dd 3
1 Rdyove

OR, type here to enter a date
without the calendar menu.

=] |+] change Order ¥ |

m Cancel
31. After the date is entered, you will need to move this selection to the “Selections” listing on the
right side of the screen. Click on the “Add” button, below.

Select values for Close Date (ZGRVCLDT) =l E3
Show tool: |Value rangss ﬂ Show view: J
Value ranges Selections
Sign: Include ﬂ [[] zelect &4l ]

Operator: |Greater or egual ﬂ Type Description

From: 01012008 01/01/2008

Enter a rangs for
Close Date:

4 Remove
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32. Your screen should now look like the one below with Closed Date > 01/01/2008 in the

“Selections” window. For the “Closed Date” to be properly filtered, however, we have to add
one more filter to it.

Select values for Close Date (ZGRVCLDT) = E
Show tool: |Valus rangss ﬂ Show view: alue ranges J
Value ranges Selections
sign: nclugs || [sekct2l @ @

Operator: | Greater or equal ﬂ Type Dezcription
From: | 2 oz

Enter a range for
Cloze Dats:

Add ]
4 Remove

g j Change Orderﬂ g

Lok || cancel]

33. Inthe “Enter a range for Close Date:” direct input box, a value is needed which will include all
records in the selected date range which do not have a “Closed Date” (i.e. something which will
include all records with a blank “Closed Date” field). {Note: - Since this report includes more
than just the most recent step in a grievance, the results will be slightly different than in the
other reports.} Therefore, we need to enter the following character into the box (without the
double quotation marks) “#”. This is a pound (or number) sign (see screen print below).

Select values for Close Date (ZGRVCLDT) =E e
Show tool |Value ranges j Show view: alue ranges J
Value ranges Selections
Sign: Includs || [sekctal @ @

QOperator: |Greater or equal ﬂ Type Description

From: J ¥ otiz008

Enter a range fo,
Close Date: @

Add r

4| Remove

g j Change Orderj g

m Cancel
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34. Once you have entered this, click on the “Add” button to move it into the “Selections” listing on
the right. It should appear with an equals sign in front of it in the right window (see screen print
below). _

Select values for Close Date (ZGRVCLDT) - 4

Show tool. |Value ranges ﬂshuwview. alue ranges J

Value ranges Selections

Sign: Include || [(eelect2l @ @

Operator: | Greater or egual ﬂ Type Description

From: | 2 01/01/2008

L= ]
Enter a range for
Close Date:
Add  [B
g j ChangeOrd&rﬂ g
m Cancel . :

35.

This completes the settings for the 2 “Close Date” filters. To accept these settings, click on the
“OK” button (see screen below). This will return you to the report with the output filtered
accordingly. At this point, filters may be applied to other fields as desired. To apply filters for

other fields, repeat the procedure for applying the “Closed Date” filters using the desired field(s).
See “Appendix B — Filtering Other Fields” for an example.

Select values for Close Date (ZGRVCLDT) =1 E 8
Show tool |Value ranges ﬂshowvie‘.v: alue ranges J
Value ranges Selections
sign: Include | =] [seectal @ @
Qperator: | Greater or egual ﬂ Type Description
From: | 2 oz
HEE
Enter a range for
Cloze Date:
Add 3
4| Remove
g ﬁ ChangeOrderﬂ g
[*]8 ancel| .|
p—
Results
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The Grievance Details Report should refresh on your screen with less data than before. Scroll all the way
to the right of the report. You will now be able to see that the “Closed Date” filters you just applied are
working correctly (see below).

Grievance History Report 2

DisplayAs Table ﬂ Inf i |M Print Version || ExporttoExcel | Comments|

= Chltifmns ContractYR1%5  OrigPersArea % OrigBU Code Grievance # % Validto$  Validfrom & Steps Orig Agency C
* Key Figures 11-13 3113 Airway Heights Corr Ctr 00TA Institutions 12/31/9999  04/02/2012 PM Panel Meeting 3100 Depar

~ Rows 06132012  05/29/2012 1M Step 1 Meeting 3100 Depar
= Contract YR1 06/27/2012  06/14/2012 1R Step 1 Response 3100 Depar
* OrigPers Area 080072012 0612822012  PARMM Pre-ArbitrationMeeting 3100 Depar
* OrigBU Code 12319999 05292012 1M Step 1 Mesting 3100 Depar
d G“fva'“e‘ 061152012 06062012 1M Step 1 Meeting 3100 Depar
: X::::::}m 06272012 06162012 1R Step1 Response 3100 Depar
. Step 08/07/2012  06/28/2012 PARMM Pre-Arbitration Meeting 3100 Depar
+ OrigAgency Code 06/11/2012  04/022012  PARMM Pre-Arbitration Meeting 3100 Depar
+ Employee 12/31/9999  06/12/2012 PARMR  Pre-ArbitrationResponse 3100 Depar
* DateFiled 12319999 05152012  PM Panel Meeting 3100 Depar
= Subtype 12/31/9999  05/15/2012 PM Panel Meeting 3100 Depar
* Discipline Type 12/31/9999  08/29/2011 ™M Step 1 Meeting 3100 Depar
* Discipline Reason 12319999 11022011 PM Panel Meeting 3100 Depar

= Addtl Discipline Reason1
= OtherInc. Griev 1
= Appt. Auth

* Master Aareement1

06/11/2012  04/02/2012 PARMM  Pre-Arbitration Meeting 3100 Depar
12/31/9999  06/12/2012 PARMM Pre-Arbitration Meeting 3100 Depar
12/31/9999  09/19/2011 ™M Step 1 Meeting 3100 Depar
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Appendix A — Pop-Up Blocker
If a pop-up menu fails to appear when you click on it, it may be due to your Pop-Up Blocker settings.
Check the top of the screen for a yellow or blue line (as seen in Figures 1 and 2 below) with a message
similar to, “Pop-up blocked. To see this pop-up or additional options click here...” (Note: these are
not the exact screens you will see. They are only being used to illustrate the Pop-up Blocker feature.
The messages you receive may also vary slightly depending on which browser and version you are
using.)

Click on the line (as seen in BLUE in Figure 1) and a menu will appear. Select “Always Allow Pop-ups
from This Site...” from the menu.

Figure 1.
4 SAP Enterprise Portal 6.0 - Microsoft Internet Explorer
. File Edit View Favorites Tools Help o
- > (x] El » s & B %
Back Stop Refresh Home Search Favorites History Print Preview Print

»

3 é.ddress|g‘] https://fortress.wa.gov/dop/portal/irj/serviet/prt/portal/prttarget/uidpwlogon/prteventname/performChangePassword/prtroot/com.sap.port V| Go |; Links

i Google [G]» v Cowg) Ef -  ¥% Bookmarks= Bh162 blocked % Check = - | Send to- () Settings=
! Temporarily Allovs Pop-ups nal options click here... X
Always Allow Pop-ups from This Site... Help | Personalize | Log 07 “n
Settings oy e

Information Bar Help  Statement

¥ Welcome 1 El
PS

come

= Employee Self Service - click the appropriate links above to select from the following
“1es:

Look for a ye"OW or My Personal Information — to update your personal information, including address,
blue bar where the emergency contact, and e-mail.
red arrow is pointing

My Earnings Statement - to view and print your earnings statement.

lcruiting — go to Job Seeker Start page for internal applicants.

with a message on
about Pop-ups. =

= Before performing any activities in E-Recruiting, enter your email address in
Employee Self Service. To do this, select "E-mail Update” under the "My Personal
Information” tab. This e-mail address will be available in E-Recruiting the following
day.

= If you enter an incorrect password three times, you will be locked out of the system
and will need to contact your agency's help desk to have your password reset.

Need help? Feel free to jump right in and try out these applications. They're pretty intuitive. Click
“save” as you go along. If you have questions or want more information on how to use these v

[ =] # Internet

osoft Offic... = 2§ SAP Enterprise Po... ['B3 Microsoft Excel - ... | T§ pocument1 -
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After selecting “Always Allow Pop-ups from This Site...” a pop-up will ask you, “Would you like to
allow pop-ups from” with the website name (see Figure 2, below). Answer “Yes” and pop-ups from

this website will no longer be blocked.

3 SAP Enterpnse Portal 6.0 - Microsoft Internet Explorer |

@Bad{ v \J D @ lj pSEarch '\?/\{‘Favorltes @ Q
Address |@ https: //fortress.wa.gov/dop/portal firj/portal

X! - 2

v | Go Links

v|| Search Web ~ @GetIE?now! - 50 ' {'l::}' ®| =g Mail ~ @MyYahoo! - @Ansu\'ers - &Games - bed

| Wl 54P Enterprise Portal 6.0 [ &k 4dd Tzb

. Pop-up blocked. To see this pop-up or additional options dick here..
I elcome Bl Prudden _ dee | Femensz= L “n
Wtk Parsonmel

Recruiter WEBGUI
Recruiter | Recruiter Reports
] Back Forward

¥ Recruiter

Allow pop-ups from this site?

AT T T

Chooze "Logon” te centinue A dialog box appears in
which you can enter your user and password

a P

Change logon & passwerd Password Fergetten

1 é ® Internet

@ Done
iy Start (A O Steve - Microsoft ...

3 (0 unread) Yahoo! M... | Oj ESS Pop-up Blocker.... 3} SAP Enterprise Port... ’(Il’f C @ 5:53PM

You should now be able to see your pop-up menus.
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Appendix B - Filtering Other Fields
Other filters are optional and can be applied in a similar fashion. The only difference is the type
of data they hold. For example, right-clicking on “Grievance #” and clicking “Filter” and “Select
Filter” (as described above for “Closed Date”) allows you to select (or filter) which grievances you
wish to view by Grievance #. The list of all Grievance Numbers in the report (or 1000, whichever
is smaller) is returned as selections on the left side of the screen (see screen below). By clicking
on the selections you want and clicking on the “Add” button, the selected Grievance Numbers
will move to the “Selections” listing. There is also a “Select All” check box which can be used if it
would be easy to deselect the items you don’t want to view.

The default for maximum amount of selections listed on the left side of the screen is 1000. If this
is not sufficient, the number can be changed and the “Refresh” button can be used to increase
the number of selections, all the way up to the number of selections returned in the report.

(- BEx Web - Grievance History Report - Windows Internet Explorer EHE‘B‘

—
g ey ‘ll,lhttps‘//myhrms wa.govir/serviet/pre/portaliprrootiped! 3aporta _content 2fcom.sap peti 2fplatform_add_onst2feom sap.ip.bil 2fiviewst 2fcom sap.ip.bibex? Vl a, | *3| K ‘ ‘ pelbs

Fle Edt Wew Favorites Tools Help

W BB - e G- @KL B

i seiect values for Grievance # (ZGRVNUM)

Show tool: | Single values | ~| Show view: |Al -
All Selections
Maximum | 1000 Refresh [JselectAl @ @
Select All Type Description
Grievance # Keys Q
v
#1
B #1107

#20-10 WCCW
#2WSPEMPLOYEESETAL110310RS

#5110 WECW Add
#DOT-09-08 L« Remove]
#D0T-22-10

#GH3-20-10DVA

#SVH-2-15-11CC

(ALLHISER, K.)-(8/25/10)-ECOLO
(LUCAS, N.)-(08/26(10)-ECOLOGY  [+]
(WILLIAMSJ-082619-ECOLOGY

Enter a value for
Grievance #:

2] [+] change order [+] =]

rticle Name3 [ oK] cancel]
/

Dione / ¥ % Local intranet H100% -
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Appendix C — Change Date Format
You can determine how the date is formatted by going from your SAP Easy Access Menu to
“System” then “User Profile” then “Own Data” (as displayed below).

=
Menu Edit Favorites  Eddras  System Help
(3] % | Create Session Crl+N I D AaE @] | &)
End Session L -
SAP Easy Access u Lser Profile k. Hold Data
BE| | & E|2]|[7]l semees | getoata
L_Htilities(h) * Celete Data
= i Favorites et |
@ 5AP_BW_QUERY - Payroll| - Dwnlala N
[@] SAP_BW QUERY - Rosieg  Senices for Object Expand Favorites
@ SAP_BW_QUERY - Rosies My Ohjects ¥

RSZC - Copying QUENies bl awn Spool Requests
@] S4P_BW_QUERY - ARR_P N
[B] S4P_BW_QUERY - ARR_A
[@] 54F_BW QUERY- ARR_ 4  SnortMessage
@] s4P_Bw QUERY-ARR_B  Status..

@1 SAP_BW_QUERY- ARR_F  Log off

[B] S4P_BW QUERY - ARR_Tesrrwsmmm

Ot Jobs

]
Next click “Defaults” and select the date format you wish to use. Click the “Save” button to
retain your new settings.

Start menu
Logan Language EN

Decimal Motation 1,234 567.89 i

Date Format MDD Y i
Time Farmat {12724k 24 Hour Farmat (Example: 12:08:100 E

Spool Contral
CutputDevice
[ output Immediately
[] Delete After Cutput

Fersonal Time Lone
ofthe Lser PST
Sys. Time Zone F5T
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